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1 Preparing for the One-Write Pius Conversion 

One-Write Plus Conversion Guide 

• Preparing for the One-Write Plus 
Conversion • 

Overview 


PeachtreehasimprovedtheprocessofconvertingOne-WritePluscompaniesto 
P eachtree A cco u n t i n g. Y o u can co n vert companiesfromthefollowing versi on s 
of One-WritePlus: 8.0,8.01, and 8.02. Beforeyou begin theconversion process, 
there areafew things you need to do to prepare. In this chapter, we will takea 
look at what gets converted, what does not, suggest steps that will get you ready 
for theconversion, and give you a preview of what to expect after the 
conversion. We suggest that you follow each step asoutlined to ensurea 
successful conversion. 





What Gets Converted and What Does Not? 


What Gets Converted and What Does Not? 

W h i I e every eff o rt has been madeto convert all of your One-WritePlus 
company data, some data will not be converted. In this section, you will learn 
what data gets converted and what does not. You will also learn specifics about 
how some of your data will be converted to Peachtree. 


Program 

Area 

What Is Converted 

What Is Not 

General Ledger 

• Account Names and Numbers 

• Account Type (category names may 
change slightly, as in Current Assets 
becoming Other Current Assets) 

• Account Activity, by period 

• Account Inactive Flag 

• Budget Amounts, by period for the 
current and next 0W P fiscal year 

Transaction Detail 

Accounts 

Receivable 

• Customers, including ID numbers 

Transaction Detail 

• Nam^Bill to Address 

Credit Status 


• Phone/Fax number(s) 

Credit Limit 


Phone Extensions are added to the 
end of phone numbers in Peachtree 

Country 

Payment Terms 

Pricing Level Defaults 

Ship to Addresses 

Contact 

Current Customer Balances 

Sales Tax Codes 

Sales Reps, located in M aintain 
Employees/Sales Reps 


Custom Fields 
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Program 

Area 

What Is Converted 

What Is Not 

Accounts 

Payable 

• Vendors, including ID numbers 

• Nam^Remit to Address 

• Phone number(s) 

• Account Number 

• Payment Terms 

• Current Vendor Balances 

• 1099 Type 

• Federal ID number 

• Contact 

• Detail Overview (Period Purchases 
and Payment H istory) 

• Inactive Flag 

Transaction Detail 

AlwaysTakeDiscount 

Flag 

1099 box amounts 

Hold Transactions 

Flag 

Occasional Flag 

Vendor Comments/ 
Notes 

P ayro11 

• Employees, including ID codes 

• Nam^Address 

• Phone number(s) 

• Social Security Number 

• Pay Type (salaried only) 

• M arital Status 

• Pay Type 

• Pay Frequency 

• DateofHire 

• Termination Date 

• Status 

• Custom Fields 

Beginning Balances 

Transaction Detail 

Dependent Care 
Amounts 

FringeAmounts 

Non-qualifying 

Amounts 

Last Review Date 

Vacation and Sick 

Time 

D ate of B i rth 

Department 

Comments 





What Gets Converted and What Does Not? 


Program 

Area 

What Is Converted 

What Is Not 

Inventory 

• Inventory Items, including ID 
codes 

• Descriptions and Extended 
Descriptions 

• Stocking U nit (each, lb., etc.) 

• Vendor ID for the corresponding 
vendor name on the Item Card in 
OWP 

• Sales Price 

• Tax Status (Exempt, Qualified) 

• Product, Service, and Other Items 

• Inactive Flag 

• Category 

• Comments 

• Part Number 

• Reorder Point 

• Unit of Measure 

Transaction Detail 

Quantity On Hand 

Job Cost 

• Job ID Number 

Costs 


• Job Description 

Beginning Balances 


• Customer ID forthecorresponding 
customer name on thejob Card in 
OWP 

(including beginning 
expenses, hours, and 
income) 


• Inactive Flag 

Budgeted Hours 


• Start Date and End Date 

Group ID 

Status 




Projected End Date 

Sal es T ax 
Information 

• Sales Tax ID 

• SalesTax Description 

• SalesTax Account (GL Account 
Number, not the name) 

• SalesTax Percentage 

Sales Tax Type 
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Company Information 

All relevant company information will be converted to Peachtree Accounting. 

• TheStateand Countryfields will beshortened if they exceed field 
limits in Peachtree. 

• All converted companies will be assigned a business type of 

corporation in Peachtree. If the company is not a corporation, you can 
update the business type in Peachtree after theconversion iscomplete. 

Chart of Account Information 

The majority of your C hart of Accounts information wi 11 be converted, with the 
fo 11 owi ng excepti ons or changes. 

• General Ledger account numbers will beconverted. However, if all 
account numbers have the same number of digits (six digits for 
example, and the last two are zero), Peachtree will delete the trailing 
zeros. Remember this is only true when all account numbers have the 
same number of digits. 

• TheGL Account typewill beassigned to com parable types in 
Peachtree, accordingto the fol lowing table. 


One-Write Plus GL Account Type 

Peachtree Account Type 

Asset 

Other Current Assets 

Liability 

Other Current Liabilities 

Equity 

Equity-doesn't close 

Income from Sales 

Income 

Expense 

Expenses 

Other 1 ncome and Expenses 

Income 


• Budget Amounts will only beconverted for the current One-Write Plus 
fiscal year and the next year. 





What Gets Converted and What Does Not? 

Customer Information 


Customer Information 

The majority of your customer information will be converted, with the 
following exceptions or changes, 

• State, Country, and Customer Contact namewill beshortened if they 
exceed field limits in Peachtree. 

• Phone Extensions will be added to the end of telephone numbers in 
Peachtree. 

• Sales Reps listed on a customer card will be converted to employee/ 
sales reps and can be found on the Maintain Employees/Sales Reps 
window in Peachtree. 

• If the Discount Days and/or Discount Percent field(s) for any payment 
term in One-Write Plus contain(s) threedigits, then the fi elds will be 
set to 99 in Peachtree. Also if the Due Days field is left blank in One- 
WritePlus, then the due date is set to COD in Peachtree. You will need 
to change this information either beforeor after conversion. 

Vendor Information 

M ost of your vendor information will be converted, with thefollowing 
exceptions or changes. 

• State, Country, and Vendor Contact namewill beshortened if they 
exceed field limits in Peachtree. 

• Phone Extensions will be added to the end of telephone numbers in 
Peachtree. 

• If the Discount Days and Discount Percent fields for any payment term 
in One-Write Plus is greater than or equal to 99, then these fields will 
be set to 99 in Peachtree. You will need to change this information 
either beforeor after conversion. 


Sales Tax Information 

M ost of your sales tax information will be converted, with thefollowing 
exceptions or changes. 

Peachtree handles sales taxes in two separate areas: sales tax authorities and sales 
tax codes. In One-W rite Plus, thesales tax information is set up as a single 
percentage amount. When you convert to Peachtree, your sales tax name and 
percentages will be put in both thesales tax authority and sales tax codefields. 


After the conversion, you can edit your sales tax information to match the way 
Peachtree handles sales taxes, if you desire. For more information consult your 
Peachtree User’sGuide or Help. 
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Item Information 

Quantity on Hand will not be converted for inventory items. You will have to 
enter this information manually after the conversion. Most other inventory 
information will be converted, with thefollowingexceptionsor changes. 

• Theltem description from One-WritePluswill beputin both theSales 
and Purchase description fields in Peachtree. 

• Item type will be assigned to com parable types in Peachtree, according 
to the following table. 


One-Write Plus Item Type 

Peachtree Item Class 

Product 

Stock 

Servi ce 

Servi ce 

Other 

Non-Stock 


Job Information 


Jobbeginningbalanceswillnotbecon verted to P eachtree. Y o u w i 11 have to en ter 
this information manually after theconversion. M ost other job information will 
be converted. 

Employee Information 

M ost of your employee information will be converted, with the fol lowi ng 
exceptions or changes. 

• Information in the State field will be shortened if it exceeds field limits 
in Peachtree. 

• Phone Extensions will be added to the end of telephone numbers in 
Peachtree. 

• If the pay frequency is set to Daily in One-Write Plus, itwill be 
converted to Weeklyin Peachtree. Likewise, if the pay frequency is set 
to Quarterly in One-Write Plus, itwill be converted to Monthly in 
Peachtree. All of the other pay frequencies have com parable matches in 
Peachtree. 

• Pay Types set to Other in One-Write Plus will be converted to the 
Salary pay status in Peachtree. A11 other pay types have comparable pay 
statuses in Peachtree. 





What Gets Converted and What Does Not? 

Payroll Information 


• Employees that have an employee status of either Suspended or 
Terminated in One-Write Plus, will be converted to Inactive in 
Peachtree, 


Payroll Information 

Payroll beginning balances will not be converted to Peachtree. You will have to 
enter this information manually after theconversion. Becauseofthedifferences 
in the two payroll systems, most of your payroll information will not be 
converted and you will have to enter the information after theconversion. 

• Earnings IDs in One-Write Plus will be converted to either a pay level 
name or the name used for a fri nge benefit. 

• Earning Type may convert if the number of earni ngs does not surpass 
the I i m i ts set u p by the conversion. I f any of the I i m its are exceeded, the 
earnings typeswill not be converted. 

Limits: The combined total number of earnings for Hourly Reg and 
Hourly OT cannot exceed 20. The total combined number of earnings 
for Salary Reg, Salary OT, and Dollar cannot exceed 20. The total 
number of Fringe earnings cannot exceed 25. 


Earning Types that are converted will 
following table. 

be converted according to the 

One-Write Plus Earnings Type 

Peachtree Pay Level Type 

Hourly Reg 

Hourly Pay level 

Hourly OT 

Hourly Pay level 

Salary Reg 

Salary Pay level 

Salary OT 

Salary Pay level 

Dollar 

Salary Pay level 

Fringe 

Line in employee fields 
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• TheWithholding ID for withholdings of type Other State, Local, or 
Other Local in One-WritePluswill be converted to Peachtree as the 
field namefor thewithholding. Theother types will be converted 
according to thefollowing table. 


One-Write Plus Withholding ID 

Peachtree Field Name in 
Employee Fields 

Federal 

Fedjncome 

Advanced EIC 

FEIC 

State 

State 


• W ithholdi ng formulas wi 11 beconverted based on thewithholding 
type, If thetypeissetto Other State, Local, or Other Local, theformula 
will not beconverted, See the table below for details. 


One-Write Plus Withholding 

Type 

Peachtree Withholding Tax 
Formula 

Federal 

FIT 

Advanced EIC 

FEIC 

State 

SIT (Only if a state type withholding 
exists in One-Write Plus) 

Other State 

No formula 

Local 

No formula 

Other Local 

No formula 


• Deduction IDsin One-WritePluswill beconverted to thefield namein 
employee fields in Payroll defaults. 

• If a deduction hastheW-2 Box field set to Other, Part 3 in One-Write 
Plus, then the setting will not beconverted to Peachtree. This setting 
will not beconverted because it correspondsto box 14 in Peachtree, 
which only has two slots. 

• Contribution IDsin One-WritePluswill beconverted to thefield 
namein EmployER fields tab in Peachtree. 






Before the Conversion 

Before Conversion Checklist 


• If an employee contribution hastheW-2 Box field set to Other, Part 3 
in One-WritePlus, then the setting will not be converted to Peachtree. 
This setting will not be converted because it corresponds to box 14 in 
Peachtree, which only has two slots. 

• Earnings and Employer Contributions that were assigned to W-2 Box 
13 in One-WritePlusversions8.0 and 8.01 will not be converted to 
Peachtree. You will have to enter this information manually after the 
conversion. However, if you are using One-Write Plus version 8.02 

th ese ear n i n gs an d em p I oyer co ntr i b u ti o n s will be co n verted to 
Peacthree. 

Before the Conversion 

Beforeyou convert to PeachtreeAccounting, you need to perform thefollowing 
tasks in the Before Conversion Checklist. 


Before Conversion Checklist 



n One-Write Plus, print the following reports: 


• Income Statement 

• Balance Sheet 

• Trial Balance 

• Chart of Accounts 

• General Ledger 

• Budget 

• Customer Card 

• Customer Analysis 

• Vendor Card 

• Employee Card 

• Payroll Journal 

• Inventory Card 

• Jobs Card 

• Accounts Payable and Accounts Receivable reports 

• Employee Earnings, Withholdings, and Deductions Lists 

Some of these reports will be used to verify recordsand enter information 
into Peachtree after the conversion. 
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2 Disable your virus protection software after you have verified that your hard 
drive and any backups are virus free. 

3 Turn off your screen saver. 



Don't immediately delete One-W rite Plus files 1 You may want to refer to a 
transaction or other detailed information over the course of the next few 
weeks as you begin using Peachtree Accounting. 


5 Back up all of your One-W rite Plus files. In case you have any problems during 
the conversion, youwillwantagood backup. See " Backing Up All One-W rite 
Plus Data Files" on page 12 for more information. 


Backing Up All One-Write Plus Data Files 

Before you begin the conversion process, make a complete backup. 

To back up your data, have several formatted disks ready to use. You will need 
at least one disk for each company that you want to back up. Then, follow these 
steps. 

1 From the File menu in One-Write Plus, select Backup. 

2 Select the company you want to back up from the drop-down list. 

3 Select the drive to send your backup to from the drop-down list. 

4 If you selected to send your backup to a drive other than A or B, enter the 
path. 

5 Click OK to begin the backup process. 

If you selected to back up to afloppy drive, One-WritePlusprompts you to 
insert a disk. A message appears that says all ofthefileson thediskwill be 
erased. 

6 If you are backing up to a floppy drive, insert a disk into the specified drive. 
Click OK. 

7 If you receive a warning that the backup file already exists, click OK. 

The contents of the disk are erased. 

8 Follow the onscreen instructions and insert another disk, if prompted. 

9 Click OK when the message displays that the backup is complete. 

10 Close One-Write Plus. 
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Differences between One-Write Plus and Peachtree 

What to Expect After the Conversion 

Beforeyou convert your One-W rite Plus company to Peachtree, you should be 
aware that Peachtree handles somethings differently than 0 ne-W rite Plus, 
There may be differences in the terminology used throughout the product, the 
windows may look different, and there may be more or less functionality in 
certain areas, In this section, you will learn about some of the major differences 
between One-W rite Plus and Peachtree. You will also get a sneak preview of 
someofthewindowsthatyou will be using once you convert to Peachtree. After 
you'velearned what to expect after the conversion, you will bereadyto proceed 
with the conversion; see "Converting One-Write Plus Company Data" on 
page 19 for more information. 

Differences between One-Write Plus and Peachtree 

There are many differences between One-W rite Plus and Peachtree. Some are 
notas si gnifi cant as other s. Inthis sect i o n, we' 11 po i n t o u t th e m aj o r d i fferen ces 
between thetwo accounting products. Thiswill help you as you transition to 
Peachtree as your accounting solution. 


General Ledger and Fiscal Years 

In One-W rite Plus, you can havefiveopen fiscal years and seven open budget 
years. H owever, in Peachtree you can only have two open fiscal years, two open 
payroll tax years, and two open budget years. 

Note: In Peachtree Premium, you can have three open fiscal years, three open 
payroll tax years, and three open budget years. 


Accounts Receivable and Accounts Payable 

In Peachtree, you will be able to enter more data about your customers and 
vendors. In addition, you can create purchase orders and sales orders in 
Peachtree. 


Inventory 

If you tracked inventory in One-Write Plus, you'll be pleased with what 
Peachtree has to offer. Peachtree offers stock items, calculated price levels, 
assemblies, and inventory costing. 
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Payroll 

This is an area where Peachtree and One-WritePlusdo things very differently. 
In Peachtree, the payroll tax year is separate from thefiscal year. You will have 
a fewer number of years in which to enter data. 

Since much of your payroll data will not be converted, you will need to enter it 
manually. Peachtree has a Payroll Setup Wizard to assist you in this process. 

Also, if you subscribe to the Payroll Tax Update Service for Peachtree, you must 
register your product. In One-Write Plus, you were not required to register the 
servi ce. 


Jobs 

In One-Write Plus, there are more job statuses available and you can turn off 
jobs if you don'twantto use them. These features are not available in Peachtree. 
However, Peachtree allows you to attach a job, phase, or cost code to line item 
detail. Thiscreatesa more insightful job costing environment with enhanced 
reporting on job incomeand expenses. 

Note: Phase and CostCodesareonlyavailablein Peachtree Complete and 
Peachtree Premium. 

How it looked in OWP... how it looks in Peachtree 

Now, let's take a look at some of the windows in Peachtree. In this section we 
will view somewindowsin One-WritePlusand the corresponding window in 
Peachtree. This will give you an opportunity to see how different windows 
compare in One-Write Plus and Peachtree. 


Cards 

In One-W rite Plus, most information about customers, vendors, employees, 
and so on is stored on Cards. In Peachtree, the same information is stored in 
maintenance windows. Any maintenance window can beopened from the 
M aintain menu in Peachtree. 





What to Expect After the Conversion 

How it looked in OWP. .. how it looks in Peachtree 

Let's take a look at a Customer Card from One-Write Plus and a Customer 
M aintenancewindow in Peachtree. 

In One-Write Plus 



In One-Write Plus, basic information is stored on theCustomer Card. To 
see more i nformation about theaccount activity or other options avai I able, 
you have to click either the Activity or Option button to open an 
additional window. 

I n Peachtree 


Maintain Customers/Prospects 


r 

Close Save 


& 


[I 


■■V 


Delete ChangelD 




Event Log 


0 

Help 


Customer ID: 
Name: 



Prospect 

r Inactive 


General 


H 


Sales Defaults 


Payment Defaults 


Custom Fields 


Contact: 


Larry Stone 


Customer Type: 


Resale 


Gill to Address 


3 


Address: 

Q uincy M arket 



City, ST Zip: 

Boston 

MA 

00000 

Country: 

USA 


Sales Taw: 

MA 

a 



T elephone 2: 

Faw: 
E-mail: 
Web Site: 


Beginning Balances: [T] 

Current Balance on Apr 16, 2003 \^\ 6,763.5B 


_ nix 


H istory 


(617)623-85721121 



(617) 623-1111 




<sJ 


WWW 


hen you convert 
to Peachtree, if 
extensions were 
included with 
phone numbers, 
they will be added 
to the end of the 
telephonenumber 
Peachtree. 


In Peachtree, all of thecustomer information is stored in one window. You 
can select any tab on the window to view additional customer information. 
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Thisishow most maintenancewindowswill appear.ThelD and nameis 
listed at the top of thewindow, with additional tabs to enter more data at 
the bottom of thewindow. 


Entries 

Entries in One-W rite Plus correspond to Tasks in Peachtree. The Write Checks 
window, Sales/Invoicing window, and so on can beopened from theTasks 
menu in Peachtree. 

Let's take a look at the Inventory Invoice window in One-W rite Plus and the 
Sales/Invoicing window in Peachtree. 

In One-Write Plus 
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How it looked in OWP. .. how it looks in Peachtree 


I n Peachtree 



These two windows are very similar. The toolbar offers more options for both 
windows. In One-Write Plus, there is a Mem button that allows you to 
memorizetransactionsthat recur on a regular basis. In Peachtree, the M emorize 
button is equivalent to theM em button in One-Write Plus. You can select the 
M emorize button by clicking the drop-down arrow beside the Save button. 
Additionally, in Peachtree you can e-mail sales invoices and see what journal 
entries are being made for an invoice by selecting the E-mail and Journal 
buttons, respectively. 
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Overview 

Starting the Conversion 

From the Peachtree Startup Screen 21 

From the Open Company Window 22 


Using the Conversion Wizard to Convert a 
One-Write Plus Company 







Converting One-Write Plus Company Data 

One-Write Plus Conversion Guide 

• Converting One-Write Plus 
Company Data • 

Overview 


Peachtree has made it easier for you to convert your One-W rite Plus company 
data to the Peachtree format. With our easy-to-useConversion Wizard, most of 
the work associated with conversion isdoneforyou.TheOne-WritePlus 
Conversion W izard guides you through theconversion process. The wizard asks 
for key information about your accounting and costing methods. The wizard 
also requests default purchase and sales account numbers as well as inventory 
account numbers. The accounting information and account numbers that you 
provide will beused to create your new company in Peachtree. 






Starting the Conversion 

From the Peachtree Startup Screen 


Starting the Conversion 

You can start the conversion in two placesin Peachtree: the Peachtree Startup 
screen and the Open Company window. If you are just starting Peachtree and 
haven'topened acompanyyet, wesuggestthatyou starttheconversion from the 
Peachtree Startup screen. However, if you haveacompany open, wesuggest that 
you start theconversion from the Open Company window. Each option is 
explained below. 

From the Peachtree Startup Screen 

The Peachtree Startup screen isthefirst screen that appears after you open 
Peachtree. 



Peachtree Accounting 


Close this window. 


Open an existing company. 


Set up a new company. 


Learn about Peachtree Accounting 
through an online tutorial. 


Explore a sample company. 


- 


is 


? V 


Convert from a QuickBooks® or 
One-Write® Plus company. 


1 To start the conversion, select Convert from a Quickbooks or One-Write 
Plus company. After you select the conversion option, the Convert a 
Company window appears. 

2 Select the One-Write Plus option. After you select the One-Write Plus option, 
the Open Company window appears, displaying only One-W rite Plus 
companies. 

3 Select the company you want to convert and click OK. After you click OK the 
Conversion W izard appears. Follow the steps of the wizard to begin the 
conversion process. For more information, go to 11 Using the Conversion 
Wizard to Convert a One-W rite Plus Company' 1 on page 23 . 
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From the Open Company Window 

When you already have a company open or have closed the Peachtree Startup 
screen, you will need to start theconversion from theOpen Company window. 
Follow the steps below to start theconversion from theOpen Company 
window. 

1 From the File menu, select Open Company. After the Open Company 
window appears, select One-Write Plus from the List Companies of Type 

field. 



2 Select the company you want to convert from the list and click OK. After you 
click OK, the Conversion W izard appears. Follow the steps of the wizard to 
begin the conversion process. For more information, go to 11 Using the 
Conversion W izard to Convert a One-W rite Plus Company" on page 23 . 
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Using the Conversion Wizard to Convert a One-Write Plus 
Company 


After you have selected the 0 ne-W rite Plus company that you want to convert 
to Peachtree, theConversion Wizard appears, Thewizard will ask you questions 
about your company's accounting and costing methods. It will also request 
account information for inventory items, customers, and vendors being 
converted to Peachtree. The account information that you select will beused 
only for the records being converted, and not as the defaults for your company. 

Let's take a look at the One-Write Plus Conversion Wizard. The window 
displayed below is the Welcome window, the first window of theConversion 
Wizard. 
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1 Read the information on the Welcome window and click Next to continue. 

The Accounting Method window appears. 


Convert One-Write Plus Company - Accounting Method 



Accounting Method 


One-Write Plus allows users to enter accrual type transactions. In Peachtree 

Accounting, you must choose an accounting method. Select the accounting method you will be 

using for this company. 

'•*’ Accrual 

Income is recorded as you invoice customers, and expenses are recorded when you 
receive bills from vendors, regardless of when cash is actually exchanged. Most 
companies use this method. 

r Cash B asis 

I ncome is recorded when cash is received, and expenses are recorded when paid. 

U npaid credit sales and purchases do not show on the G eneral Ledger. 

Hate - Once you choose an accounting method, it cannot be changed. 


< Back 

| Next > | 

1 

Cancel 


Help | 


2 Select the accounting method for the company you are converting and select 
Next to continue. You can select either the accrual or cash-basis accounting 
method. 

Accrual— In accrual accounting, income is recorded when you invoice 
your customers. 

Cash Basis— In cash-basis accounting, income is recorded when cash is 
received. 

After you select Next, theCosting Method window appears. 
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Using the Conversion Wizard to Convert a One-Write Plus Company 



Select the costing method for the inventory items being converted to 
Peachtree. Costing is the method for tracking the value of your inventory 
items. You can select one of three costing methods: FIFO, UFO, or Average 
Costing. If you don't have inventory items, select the method you think you 
might use. This can be changed later in Peachtree. 


FIFO, (First In, FirstOut) — thecostof an inventory item isdetermined by 
assuming that the oldest items are to be sold first. 

LIFO (Lastln, FirstOut)— thecostof an inventory item isdetermined by 
assuming that the newest items are to be sold first. 

Averagecosting— thecostof an inventory item isdetermined by the 
average price of all items. 



Note 


M ake sure you select the appropriate costing method for the inventory 
items being converted. The costing method for an item converted from 
One-Write Plus cannot be changed once your company is converted to 
Peachtree. Check with your accountant if you are unsure as to which 
costing method to use. 
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4 After you select a costing method, click Next to continue. 

The I nventory Accounts window appears. 

Note: The Inventory Accounts window will only appear if you have 
inventory itemsset up in the One-Write Plus company being converted. If 
the company does not have inventory items, this window will not display 
and you will betaken to theSalesand Purchase defaults window. Go to 
page 27 if the I nventory Accounts window does not appear. 



In the Inventory Accounts window, you will select sales and inventory 
accounts for the items being converted to Peachtree. You will also select a 
default cost of sales account for the company being converted. 

• Sales— Select the account that you want to use as the designated sales 
account for the items that are being converted. Typically, you would 
select an income account. Thisaccount will be credited when you sell 
an item. 

Note: The account you select will not be used as the default for all 
inventory items. This selection only affects items being converted from 
One-Write Plus. 

• Inventory— Select the account that you want to use as the designated 
inventory account for the items that are being converted. The account 
that you select will bedebited when you purchase itemsand credited 
when you sell items. 

Note: The account you select will not be used as the default for all 
inventory items. This selection only affects items being con verted from 
One-Write Plus. 

• Cost of Sales— Select a cost of sales account for use in the company 
that is being converted. The cost of sales account that you select will be 
debited when you sell items. 
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Note: The cost of sales account you select here will be used as the 
default for this company once it's converted to Peachtree. 

5 Click the Lookup button (magnifying glass) to select the Sales, Inventory, and 
Cost of Sales accounts. Then, click Next to continue. 

TheSalesand Purchase Defaults window appears. 



In the Sales and Purchase Defaults window, you will select a default 
purchase and sales account for all vendors and customers converted from 
One-Write Plus. The defaults that you select will only apply to converted 
vendors and customers. After conversion, you will still need to set up 
default accounts in Peachtree. 

• Default Purchase Account— Select the default purchase account 
(usually an expense or inventory account) for all vendors converted 
from One-WritePlus. 

Note: The default purchase account you choose here applies only to 
converted vendors. After conversion, you will still have to set up a 
Peachtree default purchase account in Vendor Defaults. 

• Default SalesAccount— Select the default sales account (usuallyan 
income account) for all customers converted from One-Write Plus. 

Note: The default sales account you choose here applies only to 
converted vendors. After conversion, you will still have to set up a 
Peachtree default sales account in Customer Defaults. 
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One-Write Plus Conversion Guide 


6 Click the Lookup button (magnifying glass) to select the default Purchase and 
Sales accounts. Then, click Next to continue. 

The Convert window appears. 


Convert One-Write Plus Company - Convert 



Begin Conversion 


You are now ready to begin the conversion of your One-Write Plus company data. 
Please verify the accuracy of the information listed below before selecting the 
Convert button to begin the conversion. 


Company N ame 

T he Kite S tore 

Accounting M ethod 

Accrual 

Costing M ethod 

FIFO 

Inventory Sales Account 

1000 

1 riven tory Account 

1000 

Inventory Cost of Goods Sold Account 

1000 

Default Purchase Account 

1000 

Default Sales Account 

1000 


< Back 

Convert 
%....■ 


Cancel 


Help | 


The Convert window isthefinal window you will see before theconversion 
process begins. It displays all theoptionsyou have chosen in theother 
windows of theConversion Wizard. 

7 Verify that the information is correct, and then select Convert to begin the 
conversion process. Or, if any of the displayed information is not as desired, 
select Back to return to earlier windows, and then make any needed 
corrections. 

After you select Convert, theconversion process begins. Your One-Write 
Plus company data gets automatically converted to the Peachtree format. 
For more information about what data gets converted, see "What Gets 
Converted and What Does Not?" on page3 . 
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Using the Conversion Wizard to Convert a One-Write Plus Company 


Once the conversion iscomplete, the finish window appears. 



This is the final window in the One-Write Plus Conversion Wizard. You 
have successfully converted your One-Write Plus company to the Peachtree 
format. 


29 
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One-Write Plus Conversion Guide 



Select Finish to close the conversion wizard and begin using your Peachtree 
company. 


After you select Finish, Peachtree will open your newly converted company 
and takeyou to the Setup Guideasshown below. 


^Peachtree Today - Setup Guide 



<J=> Back 



Info ©General Ledger OAccounts Payable ©Accounts Receivable ©Payroll ©Inventory ©Jol 


O Preferences 



Online Tutorial 




Place the cu rsor over 
an icon to get more details 




Set Default Page 


<1 




O More Info... 


Welcome to the Peachtree Setup 
Guide, designed to walk you through 
the process of setting up your 
company within Peachtree. This Guide 
will assist you so that you can easily 
enter all of your business information. 

What do you need to do first? We 
recommend that you start with 
General Ledger, setting up your chart 
of accounts, General Ledger defaults, 
and beginning balances. After that, 
the order is up to you. Just click to 
that page of the Setup Guide, and 
start setting up your company. 
However, if you want to be guided 
through setting up your company. 


J 



The Setup Guide takes you through a step-by-step process of setting up a new 
company. While most of your company information has been converted, the 
Setup Guide may help you get your new company completely set up and ready 
to enter transactions. Go to "What to Do After the Conversion" on page 31 for 
detai Is on howto use theSetup Guide to finish thefinal setup work for your 
company. 
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3 What to Do After the Conversion 

One-Write Plus Conversion Guide 


• What to Do After the Conversion* 

Overview 


N ow that your company has been converted to Peachtree Accounting, you have 
the final setup work to complete. As mentioned in the previous chapter, the 
Setup Guide isa great place to start when you'resetting up a company. In this 
chapter, we will usetheSetup Guideto complete thefinal setup work for your 
company. 

If you have further questions, or want more detail about the procedures listed 
here, consult the Peachtree User'sGuide or Help. 





Using the Setup Guide to Set Up Your Company 


Using the Setup Guide to Set Up Your Company 

After theconversion iscomplete, theSetup Guidewill appear. The Setup Guide 
presents a comprehensive outline of how to set up your company. While some 
of the steps were completed during conversion, likeentering vendor, customer, 
item, and employee records, we suggest that you follow theSetup Guide step- 
by-step. When the Guide suggests that you add records, you should verify that 
all of your data records converted properly. 

TheSetup Guideisshown below. 



Setup Guide 


• Info O Gen era! Led ger O Accoti nts Fayab I e Q Accounts Receivable G Payroll ©Inventory OJobs 

o More Info... 


You can also open a 
specific Setup Guide 
page by clicking 
the accounting 
area above. 



Online Tutorial 




Place the cursor over 
an icon to get more details 





Preparation Checklist 



Registration 


On each page of the 
Setup Guide, icons 
allow you to open a 
specific area in 
Peachtree. For example, 
if you click the Online 
Tutorial icon above, the 
Peachtree Tutorial will 

open. 


Welcome to the Peachtree Setup Guide, designed to walk you through the process 
of setting up your company within Peachtree. This Guide will assist you so that you 
can easily enter all of your business information. 


What do you need to do first? We recommend that you start with General Ledger, 
setting up your chart of accounts. General Ledger defaults, and beginning balances. 
After that, the order is up to you. Just click to that page of the Setup Guide, and 
start setting up your company. However, if you want to be guided through setting up 
your company, simply follow the order in which Setup Guide pages are laid out. 

Click the image at the right-hand bottom of the page, and Peachtree will take you to 
the next group of tasks to complete. But please note that the Setup Guide just 
outlines the tasks most often performed in setting up a business; you may not need 
to complete every setup task before you start working with Peachtree, 


If you want additional information about the tasks available on a page, click More 
Info at the right-hand top of the page. You'll see a drop-down menu of Help topics 
that should answer your questions. 


From the Information Page, you can review the Preparation Checklist. It will help 
you gather information typically needed to set up a business. Or you can choose to 
follow a brief tutorial that will let you practice working with Peachtree using sample 
data. If you haven't already registered Peachtree, there is also a link that will take 
you to the Registration window. To perform any of the tasks available from the 
Information Page, just click the appropriate image on the left. 

You are guided 
through each step of 
the setup process. 

Once you complete a 
group of tasks, click 
the icon at the bottom 
of the page to go to 
the next step. 



Set up General Ledger ^ 


You may not need to set up each area of Peachtree for your company. For 
example if you don't use Inventory, then you should skip that section of this 
chapter. 
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Preparing to Use Peachtree 


On thelnfo pageof the Setup Guide, you have three options that help you get 
ready to usePeachtree, You can learn about Peachtree, gather information to set 
up your company, and register your product, Depending on how you want to 
proceed, someof these optionscan bepursued later. H owever, in thissection we 
will explain each option. 



Start the Online Tutorial. 


If you wantto learn the basics of how to usePeachtree, click theOnline 
Tutorial icon. The Peachtree tutorial is a guided tour that takes you 
through everything from learning to navigate in Peachtree to running 
reports and financial statements. The tutorial will enlighten you about 
someof the many features that Peachtree has to offer. 

2 Review the Preparation Checklist 

Click the Preparation Checklist icon to learn more about the information 
that you need to set up your company in Peachtree. The Preparation 
Checklist is designed to assist you in making the decisions and assembling 
the information needed to set up a business in Peachtree. Since most of 
your company information was brought over to Peachtree during the 
conversion, you may not need all of the information listed in the checklist. 
However, we suggest that you review the information, paying particular 
attention to Payroll. 



Register your Peachtree Product. 


Click the Registration icon to open the Registration page. Registration is 
very important because it ensures that you receive timely program updates, 
upgrade offers, exciting new product information, payroll tax update 
service information, technical support options, and a variety of other 
benefits. 


After you have completed the steps desired, go on to setting up another area of 
Peachtree. If you are followingthe Setup Guide, the next step isto set up the 
general ledger. 
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Setting up General Ledger 


Setting up General Ledger 



Set up General Ledger 


You can open the General Ledger page of the Setup Guide by either clicking the 
Setup General Ledger icon atthebottom of the I nfo pageor by clicking General 
Ledger at the top of any Setup Guide page. There are four steps listed to set up 
the general ledger. The steps are shown below. 


DR |CR 

Set up Your Chart of Accounts 
[ | Completed 



Set up Your Etank Accounts 


| | Completed 





Set up 
General Ledger 




irjz-Tdwrr 
*nn[ijr ■»" 


o 




Select Your 

General Ledger Defaults 
| ] Completed 


Enter Your G/L Account 
B-eg I n ni r>g Eta la nces 

| ] Completed 


T o start a step, simply click the icon and the appropriate Peachtree window will 
appear. As mentioned earlier in thisguide, the conversion may have already 
completed some of the steps listed. Let'stakea look at the steps needed to set up 
your general ledger. 

1 Set up Your Chart of Accounts 

Click the icon to open the Maintain Chart of Accounts window. The 
Maintain Chart of Accounts window isusedto: 

• add a new account 

• define an account type 

• modify the description of an existing account 

• delete an account 

• create a budget for either or both the current and next fiscal years 
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Tip 


In this step, you will need to verify that all of your accounts from One- 
Write Plusconverted properly. You also need to verify balances and budget 
amounts for each account. UsetheBack or Next (arrow) buttons next to 
the Account ID field to go to the previous or next record. Select the Budget 
tab to view the budget information for each account. In Peachtree 
Premium, select Budgets from the M aintain menu to view your budget 
information. 


An easy way to verify beginning balances on one window is to click the 
Beginning Balances button on the M aintain Chart of Accounts window. Then, 
select the period you wantto display. All beginning balances for each account in 
theChartof Accountswill be displayed. We suggest that you usetheChartof 
Accounts and General Ledger Reports from One-Write Plusto verify the 
information. 

If you prefer to verify your information by report only, you can compare 
theGeneral Ledger Report from One-Write Pluswith theGeneral Ledger 
Report from Peachtree. When you are comparing reports make sure that 
you arecomparingthesameperiod. To print theGeneral Ledger Report in 
Peachtree, select General Ledger from the Reports menu. Then, double¬ 
click theGeneral Ledger Report in the Report list. Select the Print button 
to print the report. 

2 Set up Your Bank Accounts 

If you click theSet up Your Bank Accounts icon, the M aintain Chart of 
Accounts window will open. This step is meant to allow you to add another 
bank account if you need to. If you don't need to add a new account, you 
can skip this step. Mostuserswill beableto skipthisstep. 

3 Select Your General Ledger Defaults 

Click theicon to open theGeneral Ledger Defaultswindow. In theGeneral 
Ledger Defaultswindow, you will need to select a default rounding 
account. 

Since Peachtree has theability to round financial statements either to 
whole dollars or to whole thousands of dollars, an account is needed to 
collect the rounding difference when you choose to round totals. The 
rounding account is used by Peachtree to store rounding differences for 
financial statements; it can beeitherabalancesheetaccountoran income 
statement account. However, we recommend that you use a Retained 
Earnings account. 
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Enter your G/L Account Beginning Balances 


Instead of entering G/L Account Balances, verify the general ledger account 
balances that wereconverted from One-Write Plus, Click the icon and 
select a period to display. After you select a period to display, the Chart of 
Accounts Beginning Balances window will appear. If any information is 
incorrect, update the beginning balances with thecorrect information. 


Setting up Accounts Payable 



Set up Accounts Payable 


TheAccountsPayablepageoftheSetup Guidehelpsyou setup information for 
balances you owe to vendorsfor good, supplies, and services that you've 
purchased. You can open this page by either clicking the Set up Accounts 
Payableicon at the bottom of theGeneral Ledger pageor byclickingAccounts 
P ayabl e atthetopofanySetupGuide page. T h ere are th ree steps I i sted to set u p 
accounts payable. The steps are shown below. 



Select Your Vendor Defaults 


| | Completed 



Set up Your Vendors 
□ Completed 


Enter Your 

Vendor Beginning Balances 
□ Completed 


T o start a step, simply click the icon and the appropriate Peachtree window will 
appear. As mentioned earlier in thisguide, the conversion may have already 
completed some of the steps listed. Let'stakea look at the steps needed to set up 
your accounts payable. 

1 Select Your Vendor Defaults 

Click theicon to open theVendor Defaultswindow. In the Vendor Defaults 
window, you can set up default (common) information for vendors. Enter 
basic setup information that applies to most of your vendors and 
purchases. Then, when you set up new vendors and enter transactions, the 
default information is automatically included. Thiscan savea great deal of 
timeduring data entry. 
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The Vendor Defaults window has four tabs: 

• Payment Terms—On thistab, you set up default (standard) 
payment termsfor your vendors and default purchase and discount 
G/L accounts. 

• Account Aging—On thistab, you set up how purchase invoices are 
aged and what aging brackets will be used for accounts payable. 

• Custom Fields—On thistab, you set up custom field names for 
your vendor records. This information is brought over during the 
conversion. Verify that the custom fields are correct. 

• 1099 Settings— 0n thistab, you establish how 1099 calculations 
will bemadefor each of the general ledger accounts in your chart of 
accounts. 

For more information about what to enter on the tabs in this window, 
select the Help button. 

2 Set up Your Vendors 

Click the icon to open the Maintain Vendors window. In the Maintain 
Vendors window, you can enter, change, and store information about the 
companies and peopleyou purchase goods and services from. Information 
about vendors is stored on four different tabs. Click thetab to view the 
additional vendor information. 

In this step, verify that all of your vendors from One-Write Plusconverted 
properly. Also, if there is information that you want to add to the vendor 
record, for examplean e-mail or Web address, enter it as you verify your 
records. UsetheBack or Next (arrow) buttonsnextto theVendor ID field 
to go to the previous or next record. 



If you printed theVendor Card Report from One-Write Plus, use it to 
compare and verify thevendor information that was converted to 
Peachtree. 



Enter Your Vendor Beginning Balances 


Click the icon to open theVendor Beginning Balances window. Beginning 
Balances consists of outstanding invoices that you have not entered in 
Peachtree as a purchase or a payment. 

In this step, verify that your beginning balances from One-Write Plus 
converted properly. If you need to change information, select the vendor 
nameon theVendor Balances tab; then enter amounts for outstanding 
invoices on the Purchases from tab. 
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Setting up Accounts Receivable 


The Accounts Receivable page of the Setup Guidehelpsyou setup Peachtree to 
0 fp&P track amountsowed to you bycustomersfor itemsorservicesyou sold to them. 
sttupAccounuftKtivibte y ou can open this page by either clicking theSet up Accounts Receivable icon at 

the bottom of the Accounts Payable page or by cl icki ng Accounts Receivable at 
the top of any Setup Guide page. There are four steps listed to set up accounts 
payable. The steps are shown below. 



Select Your 
Cu stonier Defaul Ls 



Select Your 

Std ternerit & Invo Ice Defaults 


n Completed 


| | Completed 



Set Up 
Accounts Receivable 







Set up Your Customers 


| | Completed 


Enter Your Customer 
Beginning Balances 

| ] Completed 


T o start a step, simply click the icon and the appropriate Peachtree window will 
appear. As mentioned earlier in thisguide, the conversion may have already 
completed some of the steps listed. Let'stakea look at the steps needed to set up 
your accounts receivable. 

1 Select Your Customer Defaults 

Click theicon to open theCustomer Defaults window. In theCustomer 
Defaults window, you can set up default information for customers. You 
enter the most common information. Then, when you set up new 
customers and enter transactions, the default information is automatically 
included. 

TheCustomer Defaultswindow has five tabs: 

• Payment Terms—On thistab, you set up default (standard) 
payment terms for your customers and default sales and discount 
G/L accounts. 

• Accou n t A gi ng— 0 n th i s tab, you set u p how sal es i nvoi ces are aged 
and what aging brackets will be used for accounts receivable. 
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• Custom Fields—On thistab, you set up custom field names for 
your customer records. This information is brought over during 
the conversion. Verify that the custom fields are correct. 

• Finance Charges— On thistab, you set up when and how finance 
charges are calculated for your customers. 

• Pay M ethods—0 n thistab, you set up payment methods for your 
customers or deposit ticket ID properties. 

For more information about what to enter on the tabs in this window, 
select the Help button. 

2 Select Your Statement and Invoice Defaults 

Click the icon to open the Statements/In voices Defaults window. In this 
window, you set up default information for printing customer statements 
and sales invoices. These options let you customize your customer 
statements and invoices including print optionsand dunning messages. 
The defaults you enter here are used throughout Peachtree. 

Select the information desired on theStatement Print Options tab, then 
select the Dunning message tab to enter text for dunning messages. If you 
are not sure what to select or enter on either of these tabs, click Help for 
more information. 

3 Set up Your Customers 

Click theicon to open theMaintain Customerswindow. In theMaintain 
Customers window, you can enter, change, and store information about 
companies and peopleyou sell goods and services to. You can also enter 
information about companies and peopleyou would like to do business 
with (prospects). Information about customers is stored on five different 
tabs. Click thetab to view the additional customer information. 

In this step, verify that all of your customers from One-Write Plus 
converted properly. Also, if there is information that you want to add to 
the customer record, for examplean e-mail or Web address, enter it as you 
verify your records. Use the Back or Next (arrow) buttons next to the 
Customer ID field to go to the previous or next record. 



If you printed the Customer Card Report from One-Write Plus, use it to 
compare and verify the customer information that was converted to 
Peachtree. 
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Enter Your Customer Beginning Balances 


Click the icon to open the Customer Beginning Balances window. 
Beginning Balances consists of outstanding invoices that you have not 
entered in Peachtree. You can enter the numbers of the actual invoices you 
sent to the customer. 


In this step, verify that your beginning balances from One-Write Plus 
converted properly. If you need to change information, select the customer 
nameon theCustomer Balances tab; then enter amounts for outstanding 
invoices on the Invoices from tab. 


Tip: You can use the Customer Analysis Report from One-WritePlusto 
compare and verify your customer beginning balances. 


Setting up Payroll 

After the conversion, Payroll isthearea in Peachtree where you will have to do 
the most setup work. Since Peachtree handles payroll differently than One- 
Write Plus, much of your payroll information did not get converted, including 
beginning balances. 

The Payroll page of the Set up Guide will help guide you through the process of 
settingup your payroll. You can open this page by either clicking the Set up 
Payroll icon atthebottom oftheAccountsReceivablepageorbyclickingPayroll 
at the top of any Setup Guide page. There are three steps listed to set up payroll. 
The steps are shown below. 



—, , 





I*-'-" 




1 - 







Set U|> payroll 



Select Your Employee Defaults 
□ Completed 


Set up Payroll 



Set up Your Employees 
□ Completed 







En ter Yo u r Em 
Beg I n r i n g Balances 

□ Completed 
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T o start a step, simply click the icon and the appropriate Peachtree window will 
appear. As mentioned earlier in thisguide, the conversion may have already 
completed some of the steps listed. Let'stakea look at the steps needed to set up 
your payroll. 

1 Select Your Employee Defaults 

Click the icon to open the Employee Defaults window. In the Employee 
Defaults window, you can set up default (common) information for 
employees. Enter basic setup information that applies to most of your 
employees and payroll transactions. Then, when you set up new employees 
and enter paychecks, the default information is automatically included. 
This can save a great deal of time during data entry. 

The Employee Defaults window has four tabs: 

• General—On this tab, you set up basic default information for your 
employees, including state and locality, W-2 payroll field 
assignments, and custom field names. Custom field names are 
brought over during the conversion. Verify that they are correct. 
Some names may be shortened because of field limits in Peachtree. 



Note 


If you converted from One-W rite Plus versions 8.0 or 8.01, you will need to 
manually enter earnings or employer contributions that were assigned to W-2 
Box 13 in One-W rite Plus. This information is now reported in Box 12 on the 
W-2 form. Click the W-2 button to enter the earnings and employer 
contributions. 

• Pay Levels—On this tab, you define hourly and salary pay level 
names. This information is brought over during the conversion. 
However, we convert the earning code ID rather than theearning 
name. Verify and add more pay levels if you desire. 

• EmployEE Fields—On thistab, you set up defaults for how 
Peachtree handles employee gross pay including any applicable 
calculations. 

• EmployER Fields—On thistab, you set up defaults for how 
Peachtree handles employer-paid taxes and contributions. 

For more information about what to enter on the tabs in this window, 
select the Help button. 

2 Set up Your Employees 

Click the icon to open the Maintain Employees/Sales Reps window. In the 
Maintain Employees/Sales Reps window, you can enter, change,and store 
information about your company employees and sales reps. Information 
about employees or sales reps is stored on six different tabs. Click thetabto 
view theadditional employee information. 
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In this step, verify that all of your employees and sales reps from One-Write 
Plus converted properly. Also, if there is information that you want to add 
to the employee record, for example an e-mail address, enter it as you 
verify your records. Use the Back or Next (arrow) buttons next to the 
Employee ID field to go to the previous or next record. Be sure to verify 
data on every tab for each employee. 


If you printed the Employee Card Report from One-Write Plus, use it to 
compare and verify the employee information that was converted to 
Peachtree. 


3 Enteryour Employee Beginning Balances 

Click the icon to open the Employee Beginning Balances window. Entering 
your employee beginning balances correctly ensures that your monthly, 
quarterly, or year-end reports will print correctly. You can enter a 
beginning balance for each employee and edit it at any time—it does not 
affect the general ledger. We suggest that you enter beginning balances for 
employees before entering any payroll transactions. 

To enter a beginning balance for an employee, click the magnifying glass 
(lookup) button next to EmployeelD field.Then, select an employee and 
click the OK button to open the record. Setup dates for the balances you're 
goingto enter. You can enter up to 52 dates for paychecks or you can enter 
quarterly dates, so that quarterly reports and W-2s will compute properly. 

When you have finished entering beginning balances for an employee, 
click the Save button and then select another employee. 
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Setting up Inventory 

The I nventory page of the Setup Guide helps you set up Peachtree to track the 
quantity (value) of goods on hand and availablefor sale. You can open this page 
by either clicking the Set up Inventory icon at the bottom of the Payroll page or 
by clicking Inventory at the top of any Setup Guide page. There are three steps 
listed to set up inventory. The steps are shown below. 



Set up I nventory 



Select Your Inventory Defaults 
| | Completed 



Enter Your Inventory 

Set up Your linventory Items Beginning Balances 

| | Completed □ Completed 


T o start a step, simply click the icon and the appropriate Peachtree window will 
appear. As mentioned earlier in thisguide, the conversion may have already 
completed some of the steps listed. Let'stakea look at the steps needed to set up 
your inventory. 

1 Select Your Inventory Defaults 

Click the icon to open the Inventory Defaults window. In the Inventory 
Defaultswindow, you can set up default information for inventory items. 
You enter the most common information. Then, when you set up new 
inventory items and enter transactions, the default information is 
automatically included. 

The Inventory Defaultswindow has five tabs: 

• General—On thistab, you make basic choices about how inventory 
items will be handled in Peachtree. 

• GL Accts/Costing—On thistab, you set up the default or most 
common General Ledger accounts for each item class in inventory. 

• Taxes/Shipping—On thistab, you set up default tax type categories 
and shipping methods for your inventory items. 
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• Custom Fields—On thistab, you set up custom field names for 
your inventory item records. We have provided field names for 
common business data, but you can change these to match your 
business needs. 

• Price Levels—On thistab, you set up sales price levels for your 
items. Price levels offer you a way to charge different prices to 
different customers. 

2 Set up Your Inventory Items 

Click the icon to open the Maintain Inventory Items window. In the 
M ai ntai n I nventory I terns wi ndow, Peachtree tracks the i nventory items 
you buy and sell and automatically updatesthequantitiesafter each posted 
transaction. Information about inventory items is stored on five different 
tabs. Click thetab to view the additional inventory item information. 

In this step, verify that all ofyour inventory itemsfrom One-WritePlus 
converted properly. Also, if there is information that you want to add to 
the inventory item record, enter it as you verify your records. Use the Back 
or Next (arrow) buttons next to the I tern ID field to go to the previous or 
next record. Besureto verify data on every tab for each inventory item. 

Note: Quantity on Hand amounts did not get converted from One-Write 
Plus. You can either enter them here or in the next step when we enter 
beginning balances. 



If you printed the I nventory Card Report from One-Write Plus, use it to 
compare and verify the inventory item information that was converted to 
Peachtree. 



Enter Your Inventory Beginning Balances 


As mentioned earlier, the quantity-on-hand for inventory items did not get 
converted from One-Write Plus. You will need to enter these quantities 
manually for each inventory item. 

Click theicon to open the Inventory Beginning Balanceswindow. 
Beginning Balances for inventory items includes the quantity, unit cost, 
and total cost of the inventory. 

Select an item from the list and enter the quantity and the unit cost. The 
total cost will be calculated automatically. Repeat this step for all inventory 
items. 
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Setting up Jobs 



Set up Jobs 


TheJobspageoftheSetup Guide helpsyou setup Peachtreeto track all thecosts 
and revenues associated with a specific project. You can open this page by either 
clicking the Set up Jobs icon at the bottom of the Inventory pageor by clicking 
Jobs at the top of any Setup Guide page. There are three steps listed to set up 
jobs. The steps are shown below. 



Select Your Jobs Defaults 
| | Completed 



Setup Your Jobs Beginning Balances 


| | Completed Q Completed 

T o start a step, simply click the icon and the appropriate Peachtree window will 
appear. As mentioned earlier in thisguide, the conversion may have already 
completed some of the steps listed. Let'stakea look at the steps needed to set up 
your jobs. 

1 Select Your Job Defaults 

Click the icon to open thejob Defaults window. In thejob Defaults 
window, you can set up custom field names for your job records. Custom 
fields offer you a way to keep track of specific information about the 
people who supply you with goods and services. We have provided some 
common custom field names, however you may change them to better suit 
your business needs. 

2 Set Up Jobs 

Click theicon to open the Maintain Jobs window. In the Maintain Jobs 
window, you can track the costs associated with the completion of a job or 
project. These can include expenses associated with purchasing materials 
or payingfor labor, equipment, or subcontractors. Information about jobs 
is stored on three different tabs. Click the tab to view the additional job 
information. 
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In this step, verify that all of your jobs from One-Write Plus converted 
properly. Also, if there is information that you want to add to thejob item 
record, enter it as you verify your records. Use the Back or Next (arrow) 
buttons next to thejob ID field to go to the previous or next record. Be 
sure to verify data on every tab for each job. 



If you printed theJobsCard Report from One-Write Plus, use it to 
compare and verify the jobs information that was converted to Peachtree. 


3 Enteryour Jobs Beginning Balances 


Since Peachtree and One-Write Plus handle jobs differently, none of your 
beginning balances were converted. You will have to enter them manually. 

Click the icon to open thejobs Beginning Balances window. Beginning 
Balances for jobs includes expenses and revenue received for thejob. To 
enter job beginning balances, select thejob nameon thejob Balances tab; 
then enter dates and amounts for expenses and revenue on thejob Entries 
for tab. Repeat this step for all of the jobs that were converted from One- 
Write Plus. 


Now that you have completed thesetup work for Peachtree, you can begin using 
Peachtree to enter transactions. We suggest that you review your Peachtree 
User'sGu/deortheonlineHelpto learn more about how things work in 
Peachtree. 
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